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9. Now, the query will be extracted in Excel with the parameters that the user has chosen in your file explorer.

Columns included in the report are as follows: PO #, PO Item #, PO Date, PO Status, Requester, Supplier 
Code, Supplier Name, Contract #, Commodity, Agency, Agency, Division, Department, Site, Fiscal Year,Line 
Item Description, Amount Ordered - Pre Tax, Item Post Tax Amount, Amount Invoiced, Open Amount - Pre 
Tax 

Note: Users can create pivot tables and move information as necessary. 
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